
Jamestown Police Department 

GENERAL ORDER 

NUMBER: 1.02.01 

 

       SUBJECT: RECRUITMENT, 

         SELECTION, AND 

         APPOINTMENT 

 PROCEDURES 

 

   EFFECTIVE: APRIL 20, 1990 

 

Home 

 

I.  Purpose 

 

 A.  The purpose of this order is to ensure that qualified candidates are selected for hiring 

  as police officers and that the selection process is valid, job-related,   

  non-discriminatory, and appropriately documented. 

 

II.  Policy 

 

A.  It is the policy of the Jamestown Police Department to recruit and select candidates 

for the position of police officer in accordance with the New York State Civil Service 

Law, as administered by the Chautauqua County Civil Service Commission, and to 

afford equal employment opportunity to all eligible candidates. To be eligible for 

appointment, candidates must meet the prescribed standards set forth by the New 

York State Division of Criminal Justice Services (DCJS) and the Chautauqua County 

Civil Service Commission. In cases of interagency transfer, only candidates from 

competitive civil service agencies shall be considered for appointment to the 

Jamestown Police Department. These candidates must meet all eligibility 

requirements as set for the by New York State Civil Service Law. It shall be the 

responsibility of the Operations Commander to coordinate selection activities. 

 

III.  Recruitment Procedure 

 

 A.  Recruitment: 

 

  1.  Recruitment is the first step in the hiring process. The primary method of 

   recruitment for the position of police officer within the Jamestown Police 

Department is through the Chautauqua County Civil Service Commission’s 

continuous recruitment testing program. Appointments resulting from sources 

other than a Civil Service List, such as interagency transfers, must first be 

advertised. Such notice or advertisement must include the following 

components: 

▪ A description of the duties associated with the position to be filled. 

▪ Requirements that must be met in order to qualify for the position. 

▪ Information that prospective candidates need to know about the 

selection process. 

▪ Notice that the agency is an equal opportunity employer. 
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  2.  Candidates considered for appointment to the Jamestown Police Department 

must be of good moral character and must satisfy the height, weight, and 

physical fitness requirements prescribed by the New York State Division of 

Criminal Justice Services (DCJS) pursuant to S840 of the New York State 

Executive Law. 

 

3.  Candidates considered for appointment to the Jamestown Police Department 

must conform with established age spans in accordance with Section 58 of the 

   New York State Civil Service Law and/or current applicable law. 

 

 B.  Testing: 

 

  1.  All candidates for entry level position as police officer are required to pass a 

   written examination as prescribed the New York State Civil Service 

Commission and administered by the Chautauqua County Civil Service 

Commission. 

 

  2.  All written and verbal tests used in the selection process will be administered, 

   scored, evaluated, and interpreted in a non-discriminatory manner. 

 

  3.  All candidates for entry level positions as police officers are required to pass 

an agility test as administered by the Chautauqua County Civil Service 

Commission. 

 

IV.  Selection Procedure 

 

 A.  Eligible Candidates List: 

 

1.  The Chautauqua County Civil Service Commission, upon request, will furnish 

the Chief of Police with a list of eligible candidates who have successfully 

passed the civil service examination and agility test. 

 

 B.  Initial Interview: 

 

1.  Candidates meeting all of the requirements specified above will be given an 

oral interview by the Chief of Police and/or his designee(s). Initial interviews 

will employ a set of uniform questions and the results obtained will be 

recorded on standardized forms. The recorded results will be kept on file for a 

minimum of one year after appointments resulting from any series of 

interviews. 

 

 C.  Background Investigation: 

 

  1.  All candidates must complete and submit the Jamestown Police Department 

   Background Investigation Questionnaire. Upon submission of the completed 

   questionnaire, a thorough background investigation will be conducted which 
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will include, but not be limited to, investigation of the candidate’s family, 

education, residences, work record, physical and emotional health, 

organizations and affiliations, references, social contact, credit record, D.M.V. 

record, military history, county records such as liens and judgments, and 

criminal history record. A background investigator’s manual will be provided 

to officers who are responsible for background investigations. 

 

 D.  Oral Review Board: 

 

  1.  Candidates will be required to appear before an Oral Review Board. This 

review board will consist of: The Operations Commander, Administrative 

Services Commander, one Lieutenant, one Sergeant, and two patrol officers. 

 

  2.  A basic set of questions will be given to each applicant and the Oral Review 

Board will evaluate each applicant’s answers to the questions. Results of this 

oral review board will be considered in the selection process and filed in the 

Operations Commander files.  

 

 E.  Physical Examination 

 

1.  All candidates will be given a physical examination by a licensed physician in 

accordance with the standards prescribed by the DCJS. When such physical 

examination has not been conducted in the course of civil service testing, as in 

the case of some transfer candidates, the same standards and procedures will 

be applied. 

 

 F.  Psychological Screening: 

 

1.  All candidates will be evaluated by a qualified psychiatrist to establish a level 

of emotional stability and psychological fitness compatible with the position 

of police officer. When such psychological screening has not been conducted 

in the course of civil service testing, as in the case of some transfer candidates, 

the same standards and procedures will be applied. 

 

V.  Probationary Appointment 

 

A.  At the conclusion of the selection process, the Chief of Police will make the 

appointment to the position of police officer. All appointments will be probationary 

for a period to be determined by the Chief in accordance with Civil Service Law, 

usually 52 weeks. At least three employee performance evaluations shall be 

conducted during this period. Subsequent to the effective date of appointment and 

prior to commencement of official duties, the appointee will be administered the 

standard Oath of Office for Police Officers by the Jamestown City Clerk. The original 

Oath of Office will be filed with the Jamestown City Clerk.  
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VI.  Maintenance of Records 

 

A.  All records of appointed candidates that are not maintained by the Chautauqua 

County Civil Service Commission shall be maintained by the Jamestown Police in 

accordance with the records retention and disposition schedule [MU-1] issued by the 

Commissioner of the State Department of Education. 

 

VII.  Notification 

 

A.  Candidates that were interviewed but not hired will be notified by mail that they were 

not selected but will remain on the Civil Service List for future consideration. 

 

 

 

Revised: August 16th, 2005  Timothy M. Jackson 

 September 5th, 2007  Chief of Police 

 October 15th, 2009 

 September 8th, 2020        

   

 



Jamestown Police Department 

GENERAL ORDER 

NUMBER: 1.02.07 

 

SUBJECT: INTERNAL AFFAIRS POLICY 

 

   EFFECTIVE: JULY 26, 1995 

Home 

 

I. Purpose 

 

 A. To protect the integrity and reputation of the force, to protect the public interest, and 

  to protect the department and its members from unjust accusation. 

 

II. Definition 

 

 A. Personnel Complaint – the reporting of alleged misconduct or breach of duty by an 

  employee of this department, generated internally or externally, both criminal and 

  non-criminal in nature. 

 

III. Policy 

  

 A. The Jamestown Police Department will investigate all bonafide complaints  

  concerning employee misconduct or breach of duty in a forthright, professional and 

  timely manner, and act upon the findings of those investigations to the best interest of 

  the department and the community it serves. 

 

 B. All supervisors of this department are required to assume the duties and obligations of 

  their rank and assignment in the inspection of all areas of employee activity under 

  their purview.  They shall not look to higher authority to initiate action regarding a 

  misconduct or breach of duty by an employee but will immediately take the necessary 

  steps to begin the corrective action. 

 

IV. Procedure 

 

 A. Complaint Receipt 

 

  1. Any member of this department receiving a complaint regarding any  

   employee will immediately notify an on-duty supervisor. 

 

  2. The supervisor shall document the complaint using a numbered police report, 

   which shall be deemed and handled as Personal/Confidential material. 

 

  3. The Shift Commander shall be notified of the complaint.  

 

  4. The documented complaint will be forwarded directly to the Chief of Police 

who will assign the Division Commander who will assume command of an 

internal investigation.  The Division Commander will delegate it to the 

accused employee’s Unit Commander for investigation and action if 

appropriate. 
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  5. Depending upon the gravity of the complaint, the Shift Commander will  

   immediately notify the Division Commander of the complaint. 

 

  6. A line supervisor is empowered and authorized to investigate minor  

   infractions and complaints that are of an internal nature.  These incidents  

   may handled and documented on the Unit level in accordance with Civil  

   Service Rules and Regulations.  Repeated or serious violations requiring  

   formal disciplinary action must be documented as previously described. 

 

 B. Complaint Investigation 

 

  1. The responsibility for the investigation of all criminal and non-criminal 

complaints against an employee lies with the Division Commanders.  They 

will notify and coordinate with the District Attorney’s Office in the 

investigation of the alleged criminal conduct. 

 

  2. Investigation of departmental personnel will be conducted in accordance with 

   the Civil Service Rules and Regulations and Article XIV, Section 14, 15 of 

   the current Kendall Club Contract. 

 

  3. The involved officer shall be notified in writing that an investigation is being 

   conducted, by whom, the nature of the complaint, and that he/she has the  

   right to contact a union representative prior to questioning or completing a 

   supplemental report. 

 

 C. Complaint Adjudication 

 

  1. The final authority and responsibility regarding the result of an investigation 

   and any resulting actions rests with the Chief of Police. 

 

  2. A complaint may be adjudicated as being in one of the following categories: 

 

   a. Unfounded – the allegation is false or not factual. 

 

   b. Exonerated – the incident occurred, but was lawful and proper. 

 

   c. Not sustained – there is insufficient evidence to either prove or  

    disprove the complaint. 

 

   d. Sustained – the allegation is supported by sufficient evidence to justify 

    a reasonable conclusion of guilt. 

 

  e. Misconduct Not Based on Complaint – An offense or violation was 

committed other than that alleged.
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  3. Upon adjudication the Chief of Police holds the final authority and   

   responsibility for the determination of disciplinary action in accordance with 

   the authority of his position. 

 

  4. At the completion of the investigation, the Chief or his designee will notify 

   the following people regarding the results of the investigation.  However, the 

   decision to divulge disciplinary action will be at the discretion of the Chief of 

   Police. 

 

   a. The complainant. 

 

   b. The command officers involved. 

 

   c. The officer(s) involved. 

 

V. Document Storage 

 

 A. Each Division Commander shall keep and maintain a separate locked file for the  

  purpose of storing the records of any personnel investigation conducted by them in a 

  confidential manner.  At the completion of the investigation, the file shall be  

  maintained in the Administrative Assistant to the Chief of Police’s office. 

 

 

Appendix E 

 

         Timothy M. Jackson  

        Chief of Police 

Replaces 1.02.07 Dated 5/2/89 

Revised: 07/95 

  03/00 

  12/16/08 
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Jamestown Police Department 

GENERAL ORDER 

NUMBER: 1.02.08 

 

       SUBJECT: DISCIPLINARY 

 PROCEDURE 

 

   EFFECTIVE: December 1, 1997 

 

Home 

 

I.  Purpose 

 

 A.  To define the authority and responsibility delegated to department supervisors for the 

  maintenance of discipline. 

 

II.  Policy 

 

 A.  Supervisors are responsible to insure that department members perform their duties in 

  accordance with the policies, procedures, rules and regulations, and authoritative  

  instructions of the department. 

 

 B.  Supervisors are required to initiate actions in response to acts of commission or  

  omission of personnel who are either: 

 

  1.  Assigned to their command, or 

 

  2.  Come to their attention, or 

 

  3.  Under their supervision (for however brief a period). 

 

 C.  Receipt and investigation of complaints will be conducted in accordance with General 

  Order 1.02.07 and Section 75 of Civil Service Law. The Chief of Police shall assign 

  the Divisional Commanders to investigate complaints. 

 

D. Upon completion of an investigation, the Division Commanders shall submit to the 

Chief of Police a report of the results of the investigation, with any recommendations 

they may have for further action. 

 

 E.  Charges shall not be recommended unless there is reason to believe that an offense 

  has been committed, and that the facts, standing uncontroverted, establish the validity 

  of the charge or charges. 

 

III.  Authority 

 

 A.  Supervisors are required to initiate corrective measures to fulfill their responsibility of 

  assuring compliance with department rules, regulations, orders, policies, and  

  procedures.  In all cases the supervisor is required to instruct the subordinate on how 

  to correct noted inadequacies and document same. 
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B.  Supervisors shall give remedial training/instruction in all instances that are or may be 

construed to be violations of departmental directives. Such oral instruction to an 

employee shall be officially documented on a counseling memorandum. 

 

C.  Supervisors may recommend, through the chain of command, to the Chief of Police 

the referring of departmental charges. 

 

 D.  Oral reprimands may be administered at any level to a subordinate without preferring 

  civil service charges. 

 

IV.  Emergency Suspension 

 

 A.  A supervisor, having the rank of at least sergeant, may impose an emergency  

  suspension from duty against any subordinate member of the department when it  

  appears such action is in the best interests of the department, e.g., intoxication,  

  exhaustion, emotional condition, arrest. 

 

 B.  Any member receiving an emergency suspension and the supervisor imposing the 

  emergency suspension shall report to the Chief of Police at 10:00 a.m. on the next 

  business day, unless otherwise directed. 

 

 C.  Upon suspension, the suspending supervisor shall have the authority to secure such 

  member’s identification card, badge, weapon(s), and any other department equipment 

  as the supervisor deems necessary. 

 

 D. Members under suspension shall not wear their uniform or take any police action. 

 

V.  Suspension Pending Hearing 

 

A.  Pending a hearing, an accused member may be suspended without pay after charges 

have been placed against him.  

 

B. An accused member may be suspended with pay immediately in an emergency 

situation, when in the judgment of the Chief of Police or a Divisional Commander the 

continued status of the member as a working member of the department may 

constitute a danger to himself or others, and/or the public interest may be seriously 

jeopardized. In this event, charges will be filed as soon as possible after suspension, 

and the suspension may then be changed to without pay. 

 

B. The period of suspension without pay shall not exceed thirty days. 

 

VI. Personnel Contact With Employees Under Suspension.  

 

A. With the exception of a qualified representative acting in his official capacity, any 

department employee having contact with a member under suspension, other than 

casual contact that is completed unrelated to any work issues or matters affecting  
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their suspension, shall document the contact on a supplemental report and forward the 

report directly to the Operations Division Commander. 

 

B. Department employees/members are prohibited from providing suspended members 

with information relative to any departmental investigations and/or operational 

functions. 

 

VII.  Reinstatement 

 

 A.  An accused member who has been suspended pending a hearing and is found not  

  guilty of the charges filed against him shall be entitled to be immediately reinstated 

  to his position and to receive back pay for the period he was suspended. 

 

VIII. Disciplinary Action 

 

 A.  No member shall be removed, reduced in rank, fired, or otherwise punished or  

  disciplined except upon charges as provided in Section 75 of the Civil Service Law. 

 

 B.  Charges and specifications defined: 

 

1.  The charge is a designation of the specific offense alleged to have been 

committed by the accused. 

 

  2.  The specification is a statement of the facts that in law constitute the  

   offense charged. The specification should be drawn in clear and concise  

   language. It should include the following information: 

 

   a.  Name and rank of the accused; 

 

   b.  Date, time, and place of the alleged offense (approximate entries will 

    be accepted); 

 

   c.  If the offense has been committed more than once, or in more than one 

    way, there shall be separate and distinct specifications; 

 

   d.  Each specification shall be complete in itself and not refer to facts or 

    particulars of other specifications; 

 

   e.  The specifications under each charge shall be numbered consecutively. 

 

  3.  Charges shall include all causes for complaint against the member in existence 

   or arising prior to the preferring of such charges. 
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 C.  When charges are warranted, the Chief of Police shall prepare a formal Notice of 

  Disciplinary procedure in accordance with Section 75 of the Civil Service Law. 

 

 

D.  All proceedings and/or departmental hearings shall be conducted in accordance with 

  General Order 1.02.09, Section 75 of the Civil Service Law, and New York State  

  Civil Service Manual of Procedure on Disciplinary Actions. 

  

VIII.  Penalties 

 

 A.  If, after a formal hearing, or after a waiver for hearing is filed, a member is found to 

  have been in violation as specified in the charges, the Chief of Police may impose any 

  of the following penalties: 

 

  1.  A reprimand; 

 

  2.  A fine not to exceed one hundred dollars ($100), to be deducted from the  

   salary or wages of such member; 

 

  3.  Suspension without pay for a period not exceeding two (2) months; 

 

  4.  Demotion in grade and title; 

 

  5.  Dismissal from the force. 

 

  6.  Any member designated as an FLSA exempt employee will be subject to  

   unpaid suspensions only as permitted by the FLSA. 

 

IX.  Negotiating Settlement 

 

 A.  Nothing contained in this order shall preclude the settlement of a disciplinary matter 

  at any time following the service of a notification of charges. Any charged member 

  shall have the right to meet with the Chief of Police, the right to union representation 

  to discuss and effect a settlement. The terms of any agreed upon settlement shall be 

  reduced to writing with copies provided to the employee. A copy of such settlement 

  shall be placed in the member’s personnel file. 

 

 

 

          Timothy M. Jackson 

          Chief of Police 

Replaces G.O. #1.02.08 dated 5/8/90. 

Revised:  December 22, 2005 

  December 16, 2008 

  November 8, 2010 
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